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Email Correspondence with VTDOL…

Let’s take this in pieces, numbered in Ryan’s order, but which I’ve reorganized for clarity:

2) First, are we even able to say donations made to us are tax write offs since we are not formally a 
501C3 organization? We've raised this question before with the board but it was hypothetical since no 
one has ever actually asked to write off their donations as far as we know. 

Roxbury, as far as I know, is a municipal library. I’m pretty confident about that. As such, they are a tax-
exempt organization for Federal income tax purposes under Section 115 of the Internal Revenue Code 
(the “Code.”). Donations to municipalities, including their public libraries are deductible from the 
donor’s Federal income taxes under Section 170 Code. 

1) I had someone recently dump off some donations and request a non-profit donation write off. This is 
the first time I've had someone request paperwork to support a donation and I have a couple things to 
address or clarify before I send her something.
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address or clarify before I send her something.
&
3) Second, what is the donation worth? The books and videos she dropped off would not sell for the 
purchase price listed on the item and I am not going to spend the time to research the actual value of 
each of the paperback books to come up with a market value for each of the items dropped off.

Let’s start with some requirements imposed on both donors and donees. This is from IRS publication 
1771:

● a donor must have a bank record or written communication from a charity for any monetary
contribution before the donor can claim a charitable contribution on his/her federal income
tax return 

● a donor is responsible for obtaining a written acknowledgment from a charity for any single
contribution of $250 or more before the donor can claim a charitable contribution on his/her 
federal
income tax return

● a charitable organization is required to provide a written disclosure to a donor who receives 
goods
or services in exchange for a single payment in excess of $75

The IRS imposes recordkeeping and substantiation rules on donors of charitable contributions and 
disclosure rules on charities that receive certain quid pro quo contributions.

So what does the written acknowledgement (disclosure) contain? Again, from Pub 1771:

1. name of organization
2. amount of cash contribution
3. description (but not the value) of non-cash contribution
4. statement that no goods or services were provided by the organization in return for the 
contribution, if that was the case
5. description and good faith estimate of the value of goods or services, if any, that an 
organization provided in return for the contribution
6. statement that goods or services, if any, that an organization provided in return for the 
contribution consisted entirely of intangible religious benefits (described later in this publication), 
if that was the case
It is not necessary to include either the donor’s social security number or tax identification 
number on the acknowledgment.

“… a written statement containing the following information:

A separate acknowledgment may be provided for each single contribution of $250 or more, or one 
acknowledgment, such as an annual summary, may be used to substantiate several single contributions 
of $250 or more. There are no IRS forms for the acknowledgment. Letters, postcards, or computer-
generated forms with the above information are acceptable. An organization can provide either a paper 
copy of the acknowledgment to the donor, or an organization can provide the acknowledgment 
electronically, such as via an e-mail addressed to the donor.”

Here are some examples from Pub 1771 of acknowledgement letters: 

Examples of Written Acknowledgments

● “Thank you for your cash contribution of $300 that (organization’s name) received on 
December 12, 2013. No goods or services were provided in exchange for your contribution.”

● “Thank you for your cash contribution of $350 that (organization’s name) received on May 6, 
2013. In exchange for your contribution, we gave you a cookbook with an estimated fair market 
value of $60.”

● “Thank you for your contribution of a used oak baby crib and matching dresser that 
(organization’s name) received on March 15, 2013. No goods or services were provided in 
exchange for your contribution.”

The following is an example of a written acknowledgment where a charity accepts contributions in 
the name of one of its activities:

● “Thank you for your contribution of $450 to (organization’s name) made in the name of its 
Special Relief Fund program. No goods or services were provided in exchange for your 
contribution.”

Notice, that the organization does NOT value any non-cash contribution. They do value any benefits or 
premiums they give back to the donor, but NOT the value of the donor’s non-cash gift. For a non-cash 
gift, they simply provide a description of the gift – maybe “12 hardcover, nonfiction books,” or “a Dell 
Inspiron 3000 desktop computer with monitor, keyboard and mouse.” Notice, though, no cash value 
assigned to this gift? By the way, for donated vehicles, such as automobiles and boats, there are some 
additional requirements, but I won’t go into them, right now. The legal sources for this information are 
found in Section 170(f)(8) of the Internal Revenue Code and Section 1.170A-13(f)of the Income Tax 
Regulations.

Also, thankfully, the donee (the Library) is not required to record or report this information to the IRS on 
behalf of a donor.

Just quickly, looking from the donor’s perspective, since you may get asked this, for gifts under $5,000, 
the DONOR, will assign a fair market value of the gift, at the time they file their tax return. Between 
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the DONOR, will assign a fair market value of the gift, at the time they file their tax return. Between 
$250 and $500, they just put this on their Schedule A “Itemized Deductions,” and hold onto their 
acknowledgement letter. If the total of their non-cash charitable deductions is more than $500, they file 
an IRS Form 8283. If they intend to value any one item or a group of similar items at more than $5,000, 
they complete Section B of Form 8283.More than likely, this will trigger a requirement for an appraisal 
by a qualified appraiser.

But, and I repeat myself, the Library doesn’t attempt to assign a value to any non-cash contribution. 

4) I'd appreciate your thoughts on how other libraries deal with this process without a formal Friends 
group to route it through.

Every library board must adopt a donations policy. This covers a range of issues, but is one of the more 
important policies they should have. I’ve attached the Chelmsford, NY policy as an example. This seems 
to hit most of the important points. Everybody has to have something like this. Notice, in particular, the 
reference to their Materials Selection Policy, in terms of adding items to the collection. This is pretty 
important, in that people will expect to see their old ratty books on the shelves within a few days of 
donation. Not gonna happen.

So, Ryan needs to:
1) Get the board to adopt a good donations policy; and 
2) Get on the Web and find some sample acknowledgement forms and get them printed up, with the 
Library name and logo at the top. He’ll just fill in the blanks with the number or description of donated 
items.
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